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Fill in title, description, Date From, Date To (length optional)  

 

 

 

Contact Info tab 

Select Office and Select Host Contact 



If you particular Host Contact is not listed, you can click the “+” button, which will take you to the contact info entry 
area. See how to Add Program contacts on the Drupal documentation page: http://dese.mo.gov/web-commun-
training/drupal-documentation-resources  

 

 

Links tab 

These will be auto-filled for you by default. Please change the “Register” URL with the appropriate URL for this webinar. 
(you will update the “Archive” link after the webinar is over) 

 

http://dese.mo.gov/web-commun-training/drupal-documentation-resources
http://dese.mo.gov/web-commun-training/drupal-documentation-resources


 

You can add attachments at the time you set up the webinar or at any time before or after the webinar. 

(Attachments can be presentations, or any related materials you want your audience to have) 

Attach media – Browse - Choose file – locate file – upload – next  

 

Title the document (this will be the link text on the webinar page) 

 

An upcoming webinar will look something like this (most will include presentation handouts): 



 

Once the webinar is over 

Once the webinar is over, it will automatically move to the Webinars - recorded page.  The page format will change to 
only show the recorded webinar link, feedback link, handouts and contact information. 
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